Expression of Interest 


Dear HR Manager, 


| am writing this Letter to show my Expression of Interest as | am planning to relocate to Karachi, | 
offer my services to apply for Office Assistant; being a part of your team. My professional expertise 
aligned closely with the job responsibilities outlined in advertisement and | can perform all the 
required tasks for this role. 


| am a commerce graduate, | have more than five years of a relevant and hands on experience in 
Administration and Operations. 


| proved to be an efficient, enthusiastic, and strong team member. | quickly became apparent to the 
organizations and our team met goals from the first month and gained benefit from my skills in the 
following areas: 


e Strong work ethic 
e Teamwork skills 
e Positive attitude even under pressure 


The CV is also attached for more details and further reference. 


Thanks & Regards 
Fahad Hussain Lohar 


Fahad Hussain Lohar 


Position Operations Officer Level Mid-Senior 
Organization Puma Energy Pakistan Type OMC 
' Contact 0304-2929-342 
4 Email fahad.dynamic@gmail.com 
Address 78100 Lohar Street Hazari Gate, Shikarpur 


(Planning to Relocate) 


Professional Attributes 


Key Skills Computer Skills Qualification 
Reporting MS Office / Outlook Bachelor of Commerce 
English Language Communication Typing Proficient 2004 to 2006 

(Both written & verbal) SAP (Hana-mm module) (S.A.L.U) Khiarpur 
Experience 


Operations Officer (December 2018 onwards) 


ENERGY 


e Working as an Operations Officer; achieved operational excellence and productivity through 
timely & accurate execution of POs/STOs to redirect the Tank Lories of PMG. 

e Shipment tracking, issuance of invoices through (SAP-mm module) as an end user and 
coordination with counterparts. 

e Reporting of all related information and inventory as per specified timeline. 

e Responsible to handle administrative tasks, documentation, and operations. 

e Compliance with PSO a Host Terminal at Shikarpur (OGRA) for the Physical Reporting of 
Tank Lories to maintain a record of Product’s movement on daily basis. 

e Ensure compliance with the standard area operating processes following SOPs. 


bl IRD Admin Officer - (January 2016 to April 2018) 


Pakistan 


e Responsible for Office Management, Petty cash expenses and other financial activities. 

e Planning and dealing with day-to-day arrangement of Project assigned vehicles for the field 
activities of Project Staff. 

e Events planning with the guidelines of Management such as Staff Meetings and Projects 

Staff or Trainings with other stake holders. 

Responsible to taking Meeting Minutes and Important Notes. 

Procurement and purchasing materials for office as per need. 

Reporting of all related information and inventory as per specified timeline. 

Supervision of Office maintenance, housekeeping and ensure security. 


Additional Information 


Father’s Name Late Irshad Ahmed Lohar 

CNIC 43304-2793756-1 

DOB 05.03.1985 Gender Male 
Nationality Pakistani Domicile Sindh-R 
Marital Status Married Religion Islam 


Reference shall be provided on demand 


